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A INTRODUCTION

Established March 12, 1927, Montana State Billings was founded to meet the needs of eastern
Montana since, at thdime, all of the institutions ohigher education were located in western
Montana. The Universifyhen Eastrn Montana State Normal Schoeks authorized to prepare
teachers for the elementary schools. In 1966 the name was changed to Eastern Montaran@dollege
then in 1994 to Montaa State Billings. Dramatic change has followed its founding and Montana
State Billings has grown, with the city of Billings and Yellowstone County, into a comprehensive
regional state university and into the major higher education center serving déstéaina.

The University consists dafix academic collegeshe College of Allied Health Professioribe

College of Arts and Sciences, the College of Business, the College of Education, the College of
Professional Studies and Lifelong Learning, andGlodlege of Technology (formerly Billings
Vocational Technical Center). MSBIllings' institutional character continues to evolve and the
University's geographic location presents many challenges and opportunities for innovation in the
development and dekry of new academic programs and services designed to address the needs of
its urban and rural geographic service area.

Excellence in instructiooombinedwith the promotion of the scholarly pursuits of both faculty and
students serve as focal points the institution. All full-time faculty members are expected to
engage in research or creative activityn addition, the University participates in a number of
ongoing state, regional, and national research projects. The majority of the researobdgadp
relates directly to the University's instructional programs and mission.

Public service is integral to the mission of the University and is conducted in a manner consistent
with MSU-BIllings' role. The University's two primary public serviceities argpublic radio station
KEMC-FM in the Joseph P. Sampl8tudios at MSLBIllings, and the Montana Center on
Disabilities. KEMC-FM is affiliated with National Public Radio and broadcasta's, public affairs,
classical music, jazz, folk music, theogen arts, humanities and sciend@ée Montana Center on
Disabilities is a comprehensive education center serving Montana's citizens with disabilities and their
families.

Montana State Billings places primary emphasis on curricular development inethe air
undergraduate and graduate teacher education; on provision of a reasonably wide complement of
undergraduate degree programs in the arts and sciences; and on the advancement of strong
undergraduate and graduate programs in business.

MSU-BIllings isresponding to the call for research, technical assistance, and support from the major
industrial groups comprising most of the economic base for Billings, Yellowstone County, and
eastern Montana. This call is being answered by the efforts of the Urtitutdnshe Center for
Applied Economic Research and the Center for Business Enterprise.

In addition MSU-Billings has respondetb the dramatic increase in demands for specialized
academic programs by the medical and allied health professionals séwiBglings medical



community. Programs in special education, rehabilitation and rehabilitation counseling, health care
administrationandhuman services exist to meet these needs.

A WHO'S WHO AT MONTANA STATE BILLINGS

Officers of the Administration

Chancellor Dr. Ronald Sexton 657-2300
Provost/Academic Vice Chancellor DrD6Ann Campb . 6572367
Administrative Vice Chancellor Ms. Terrie Iverson 657-2155
Vice Chancellor for Student Affairs Dr. Stay Klippenstein 6572307
DeanCollege of Allied Health Professions Dr. David Garloff 8965833
Dean-College of Arts and Sciences Dr. Tasneem Khaleel 657-2177
DeanCollege of Business Dr. Gary Young 6572326
Dean-College of Education[interim] Dr. Mary Susan Fishbaugh 6572285
DeanCollegeof Professional Studies &

Lifel ong Learning Dr. Karen Heikel 896-5884
DeanCollege of Technology Mr. John Cech 247-3009
E-Learning Operations Mr. Tim Tirrell 2475776
Grants & Sponsored Programs CeDirector Mr. John W. Walsh 896-5872
Grants & Sponsored Programs CeDirector Dr. David L. McGinnis 8965872

Colleges and Departments
College of Allied Health Professions

Health Administration Program Dr. Diane Duin 8965841
Department of Health & Physical Education Mr. Jay Shaw 6572372
Department of Rehabilitation & Human Servic Dr. Terry Blackwell 896:5834
College of Arts and Sciences
Department of Art Dr. Connie Landis 657-2981
Department of Biological and Physical Scienct Dr. Stan Wiatr 657-2018
Department of Communication and Theatre  Dr. Susan BalteReitz 6571727
Department of English and Philosophy Dr. Gay Acton 657-2946
Department of Environmental Studies Dr. Susan Gilbertz 657-2183
Department of Histay, Dr. Matthew Redinger 657-2896
Department of Mdtematics Dr. Joseph Howell 657-2972
Department of Modern Languages & Literature Dr. St. JohrRobinson 657-2966
University Honors Program Ms. Tami Haaland 657-2948
College of Education
Director ofLicensure Standards & Ms. Bonnie Jones Graham  657-2336
Clinical Practices
Department of Educational TheogyPractice Dr. Tony Hecimovic 657-2210
Department of Special Education, Counseling
Reading & Early Childhood Dr. Kay Streeter 657-2233
Montana Center on Disabiliti¢acting Director] Ms. Marsha Sampson 657-2312
Americanindian Big Sky Projectpicting Director] Ms. Peggy Azure 8965937
College of Business
Department of Business Academic Programs Mr. Michael Campbell 657-1651

College of Professional Studée& Lifelong Learning
Training & Development Ms. Kim Gillian 896-5888



Conference Center Ms. Sharon W. Ripley 8965875
Distance Education Center Mr. Rob Massee 896-5869
College of Technology
Director of Administrative Operations Ms. Susan Stewha 247-3008
Director of Student Affairs 2743011
Business & Industry Mr. Tim Urbaniak 247-3050
Health Occupations Mr. Loren Schrag 2473074
Outreach & Community Mr. Bruce Whittenberg 247-3055
South Central Technology Preparation Ms. Cathey White 247-3015
Computer Technology & Transportation Mr. Craig McKenzie 247-3080
Special Areas

Admissions & Records Ms. Cheri Johannes 657-2044
Vice Chancellor for Student Affairs Dr. Stacy Klippenstein 6572307
Academic Support Center Ms. Gwenalyn Braun 6571714
Campus Police & Parking Mr. Scott Forshee 657-2147
Career Services & Cooperative Education Ms. Pat Reuss 657-2168
Community Involvement Ms. Kathy Kotecki 657-1660
Facilities Services Mr. Eakle Barfield 657-2306
Financial Aid & Scholarships Ms. Judy Chapman 657-2188
Government Relations & Publications Mr. Dan Carter 657-2269
Graduate Studies & Research Compliance

Human Resources Ms. Janet Simon 6572278
Information Technology (CIO) Mr. Michael Barber 6575710
Information TechnologyMgr. Tech Support Ms. Mari Jaynes 2475701
Jackets & Company Mr. Dennis Rea 657-2121
Library Ms. Jane Howell 657-2320
Marketing Director Mr. Dan Carter 657-2243
Multicultural Student Services Mr. Quentin Gilham 657-2182
Registrar Ms. Cheri Johannes 657-2880
Student Life & Housing Director Ms. Jeanie Mclsaa€racy 657-2387
Student Opportunity Services Ms. Monica Powers 657-2162
University Relations Director Mr. Dan Carter 657-2266

A SOME PEOPLE YOU SHOULD KNOW

Montana State UniversitBillings, like most colleges and universities, is organized to provide
efficient and effective leadership of the academic programs. As a membepaftti@me faculty,
you will work with the folbwing:

Mentor 1 A faculty member from the College and your academic department will be identified as a
Amentoro to assist you in acclimating to accep
UniversityBillings. Your mentor will sare with you the agendas and minutes ftoeCollege and

your academic department.

Department Chair - The Chair of your academic department is responsible for the overall quality of
the educational prograrand is your immediate supervisdrhe Chaiis responsible for creating an
academic climate in which thparttime faculty member is able to teach and perform wg)He



will work closely with you on all aspects of your teaching and will help you with administrative
functions, payroll, suppliesnd materials.

Dean- The Dean is the chief academic officer of your College. Typically the Dean works directly
with the Department Chairs; however, because we are a relativelysmadtsitycommunityyou
canexpect to see and to visit with the Delroughout the semester. If you have suggestions to
improve the College, feel free to discuss these with the Dean. You should introduce yourself to the
Dean at thdeginningof the semester.

Provost/Academic Vice Chancellofi Dr. D6 Ann i€MSUBilingd' Rrovost/Academic

Vice Chancellor andhe is the chief academic officer for the University. DBampbellis
responsible for all aspects of the academic programs and is concerned with the quality of teaching on
camps. While your contact with the Provost/Academic Vice Chancellor may be limited, please
introduce yourself to DiCampbellat the beginning of the semester.



[I. DUTIES AND RESPONSIBILITIES OF PART -TIME
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As a member of Montana State Univer®iilings' parttime faculty youmayteachno more than

11 credits per academic yeaon theEastCampus If you are a partime faculty member on the
College ofTechnology COT] (West Campu} you may teach no more than 17 credits per academic
year. If you are teaching courses on bottBastandWestCampuses, the maximum credit load for
parttime faculty is not more than 17 credits per academic year, with not more than 11baiedits
taught on the Eastdnpus. Since you argarttime, you are not eligible for tenure or rank
advancement as are members of thetiie faculty who hold probationary appointments.

N

A GENERAL RESPONSIBILITIES
Parttime faculty arerequired to fulfill a number of specific and essential responsibilities related to
teaching. These responsibilities include:

V The primary responsibility of classroom instruction;
V Faithfully meeting all ssigned classes;

V Conducting office hours to meet with students;

\Y

Presenting the subject matter in acemcewith the course syllabus and the college catalog
as approved by the faculty and the department;

V Completing other teaching and courstated asgnments as specifically designated by the
Department Chaiand/or the Dean.

A GENERAL BULLETIN, GRADUATE CATALOG , STUDENT HANDBOOK &

e
DEPARTMENT BYLAWS v
It is your responsibility to be familiar with MEBIllingssand your acade@aolicies depart
and procedures. The Universit$eneral BulletimndGraduate Catalofpublished bienniallyland
the College of TechnologyGeneral Catalogpublishedannually]are made availabley Montana
State Universityillings as guides for studentscidty, and the general publi@hese documents
provide a listing of regulations, adamic programs, degree requirements, course descriptions,
faculty and other helpful information.

As a member of the patitme faculty you are entitled to receive copies of these docupasniell as
copies of the Student Handbook and Department Byfiaws your Department Chair. Itis a good
idea to read them to quickly familiarize yourself with the Univer#itgacademic progranand the
operations and expectations of your academic department



A SYLLABUS GUIDELINES 3

The course syllabus or coursgle is a written documetttatspecifies the objectives of the course

and the general method of instruction, as well as course requirements (such as term papers, reports,
and scheduled tests), the instructor's office location and phone number, astthzatye additional

costs to the student that may occur during the term. The syllabus/outline must also include a clear
statement of the basis on which grades will be determined. It must be distributed to each student by
the end of the second week of mstion. A copy of the syllabus/outline madsobe filed in the

offices of your Department Chair and the appropriate DeantiParfacultymusthave their syllabi
approved by their Department Chg#&n example is provided in Appendi]

A ASSIGNME NTS/PROJECTS/PAPERS 4

Assigning coursework, projects, and papers is solely the responsibility-ohpafaculty. Youare
responsible for establishing due dates for coursework and communicating these to staidemts
class andn your syllabus.

Also, any research projects involving human subjects and surveys conducted bBilNt®js’
students, faculty, and staff are subject to the "Protection of Human Subjects in Research” policy. For
additional  information see Section Il of this Handbod&k, or logon to
http://www.msubillings.edu/irb/msu_b_policies_& procedures.htm.

P
A GRADING RESPONSIBILITIES D
A major responsibility of paitime faculty is to evaluate a student's work in the course and to assign
a grade for academic credit. As with all faculty, we rely on your professional judgment of the
student's academic perfornee. You must adhere to the University's grading policy as detailed in
the currentGeneral Bulletin(see page®) or the College of Technology&eneral Catalodpage
116).

The department will supply you with a grade book.

When you submit your grades the end of each semester, you will need to supply the grades,
procedures for determining the grades and your grade book to your Department Chair.

If you have questions or concerns about grading, please discusaitheyour Department Chair.

A CLASS LISTS AND GRADE SHEETS 2

You have to access to your Course Roster electronically. Final grades are submitted online and via
hard copy as wellFinal grade sheets for classes are mailed tetipaetfaculty in their departments
approximately two weks before the end of the semester. Final grade sheets must be returned to the
Admissions and Records Office by the date indicated. Student grade reports are prepared at the end
of each semestgncluding Summer Sessiostudents can access their grathrough the internet
through their student login on the web.

If you are teaching freshmen, you are required to provide them withemmdgrades. At the
appropriate time, the Admissions and Records Office will provide you with a list of freshmem in yo



class. Partime faculty are required to notify each freshman stydewntriting, of the student's mid
term grade before the official last day to drop clas&@sveek 35" class day).

A CLASS ATTENDANCE AND STUDENT ABSENCES
Except for absence duo official University activities each partlme faculty member is in full
control of class attendance. Only a fafficial absence must be approved directly by the-tiaue

faculty. Anofficial University activityis any activity whereby a studeriffioially represents the
University either through an academic department, a sponsored University program or an officially
registered student organization.

Requests by students for an official absence must be submitted to the Vice Chancellor for Student
Affairs (McMullen Hall, Room 203) using the Student Travel Authorization form. This procedure
will assure students the opportunity to make up examinations given when official University
activities are scheduled.

However, when issued, an official abserscan excuse for classroom attendance only and does not
mean that a student is excused from the study assignment for that period. Each student is responsible
for making up all work missed, as required by the-paré faculty.

—\
A CLASS SCHEDULE E@)\

The official dass schedule must be followsthce students have arranged their schedules for the
announced time and place of the class. If circumstances require a change, such charegesvaust
prior approval fronthe Department Chai

A _FINAL EXAMINATION SCHEDULE A

MSU-BIllings has adopted a special final examination schedule to accommodate our students. This
final examination schedule, publishaaline athttp://www.msubillings.edu/staff/finals.htfar the

East Gmpus andhttp://www.msubillings.edu/staff/finalsCOT.htfar the West Campusnustbe
followed. The Dean may approve excepsitmthis schedule, with the unanimous agreement of the
class and upon the recommendation of@keartment Chair

A PART -TIME FACULTY OFFICE HOURS @

We expect pastime faculty to be available to meet with their students for at least one hour each
week for each course taught. You are responsible for advising your students on the coursework and
for resolving, to the Is# of your ability, any academic problems which arise during the course.

Typically, parttime faculty schedule these office hours immediately before or after their classes.
Students should be informed of your availability for meetings. Office hoatddshe listed on the
syllabus and posted in the department office. For more information about establishing your office
hours, please see the listing "Office Space" utiikdministrative Issuesectionof this handbook.

A RELATIONSHIPS WITH STUDENTS
No doubt, the most rewarding aspect of teaching at Montana State Unigilanys is the
opportunity to work with diverse and talented students. Your teaching provides you with an
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opportunity to guide and mentor studentho hopefully will remember you throughout their
lifetimes.

Student Affairs Handbook - Each student receives a copy of the handbook prepared by the Vice
Chancellor for Student Affairs. This handbook provides a variety of information pertaining to
extracurricular student programs and services, in addition to the student codes of conduct. You
should receive a copy of this handbook from yDapartment Chaiand refer to it.

Student Grievance Policy Occasionally, students hageoblems with faculty mebers.To be fair

to students and faculty, Montana State UniveBitjngs has adopted a formal policy to handle
complaints/grievances. This policy applies to all faculty includingtrag faculty. Refer to the
Policies and Procedurssction for theeomplete policy.
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A NEW EMPLOYEES AND HUMAN RESOURCES @

The Human Resources Office, (McMullen Hall, Room 310,B378) is one of the first points of
contact for partime faculty. Before compensatican be paid, you must provide a social security
card, the name ofour beneficiary,completean InternalRevenue Service Form M/ containing
withholding information and present documents that establish your identity and employment
eligibility.

A PART -TIM E FACULTY RETIREMENT CONTRIBUTIONS Fi
Parttime faculty members teaching a cumulative total of four (4) or more semester aredits
requiredto participate in the TIAA/CREF retirement plan.

A parttime faculty member teaching less than four (4) semestditemay elecmembership in
TIAA/CREF in accordance with Title 19, Chapter 21 MCA. If membership is not initially elected
and a partime faculty member's teaching load reaches four semester credits in a subsequent term,
membership is required.

For moe information on the patime faculty policy regarding retirement contributions, please
contact the Human Resources Office (McMullen Hall, Room 3102258 or 6572118).

A CONDITIONS OF EMPLOYMENT -
Parttime faculty serve semester to semester at is@eation of the Department Chair, Dean and

Provost/Academic Vice Chancellor. There is no tenure fortjpaet faculty.

A _QUALIFICATIONS FOR EMPLOYMENT :

It is MSUBIllings' goal that all partime facultymeet the same qualificatioas fulktime facuty in

their respective units. While some pame faculty lack a terminal degree, their practical experience
and special expertise provides our students with needed skills and information.

A ENDING EMPLOYMENT <
It is strongly recommended that you scheda visit with your Department Chair to review your
course(s) and the prior semester's teaching performance.

In addition, &the end of your employment, pdirne faculty are required to return all keyshe
same location from where they were origipgicked up,and payall debts owed to the College.

Final paychecks will not be leaseduntil all keys are returned. Following is the list of locations to
returnkeys for each building:
Academic Support Center Anita EmborgASC Front Desk
Cisel Hall Betty EricksonCl 119
Collece of Allied Health Professions Deanés Admini str akli ve As
College of Business Building Kathie BurkeCOB 300



College of Education Margi GantCOE 106

College of Technology Cashier@al Of fice
Liberal Arts Cindy KriegerLA 406

Library Kathy PerusiciLIB 226-A

McMullen Hall Christy AamoldMcM 208

P. E. Building DarleneBinkoskiPE 116

Science Jeanine Bernhard@ci 241

A COMPENSATION

Parttime faculty are compensated on a per credit hour basis.

A PAYROLL =

Parttime faculty are paid once every two weeks in accordance vt Billings' payroll schedule.
The Demrtment Chair will arrange for your time sheets and submit them to the payroll office
(McMullen Hall, Room309, 6572106).

A PART -TIME FACULTY EVALUATION @

We are proud of our tradition of providing péirhe faculty with regular evaluation and feedback
regarding their teaching. This evaluation ensures the quality of our instructional program and
provides you with suggestions for your ongoing professional development. Evaluation of your
teaching occurs in two ways:

Visits to your class- Your DepartmentChair and/or Dean may visit your class on occasion.
Typically, you will know when such visits will occur. In some cases, the Chair will arrange for a
member of the fultime faculty to visit your class for evaluation. After the observation, the
individual will arrangea time with you to provide feedback and analysis. The Provost/Academic
Vice Chancellor may also visit your classroom.

Student Evaluations- Toward the end of the semester, your students will have an opportunity to
assess your course am@dthing using andard assessment instrumefitse Chair or appropriate

Dean will make arrangements for the assessment to be distributed and collected. During this
assessment yawill notremain in the classroom.

At the end of the semester and after gealre submitted, the Department Chair or appropriate Dean
will supply you with a summary aftudent evaluatiodata, the raw data and all student comments
about the course. Many faculty find it helpful to conduct aaadflysis of these student comments
You are strongly encouraged to schedule an appointment with your Department Chair to
critiqgue/review your course(s) and other assignments and assigned duties.

@
A PART -TIME FACULTY ABSENCES nd

In general, it is not acceptable to cancel a class or classes due to illness or absence. We know that on
rare occasions a pdrme faculty member may need to be excused from meeting a class. In such
circumstances, it is youesponsibility to make appropriate arrangements for the class. However, all
such arrangements must be discussed with and approved by the Departmeantacivaince




It is not acceptable for a parine faculty member to change the published meetirgstisay(s) and
hours scheduled for the course assigned as listed Bctiedule of Courses

If the class is covered in a manner satisfactory to the Department Chair, no deduction in pay will be
made. The individual patime faculty member is responsband will make arrangements to
compensate the person(s) covering the class during an absence.

A IDENTIFICATION CARD y

Your MSUBIllings identification card serves as officc@mpusdentification. Itis also your MSU

Billings Library card. It allowgou to attend campus activities, usually at a reduced rate or no cost, it
acts as identification when cashing checks at the Book Depot, and to access the College of Education
Building and orcampus facilities housed in the Physical Education Buildingu friay make
arrangements to obtain an M3illings identification card by calling 652023to schedule an
appointment. This office ipcatedin Room 22 of the Student Union Building. Your department

will cover the cost of your first card, whichay be updated each semester.

A KEYS ‘%)

You will be supplied with keys or swipe access to access your adassid available office space.
You are responsible for your keys. In no case are your keys to be duplicated or lent to students or
members of theommunity.

A KEY POLICY FOR EAST CAMPUS v@
The MSUBIllings key policy was developed in order to gain greater security over access to campus
buildings. Procedures to obtain keys are as follows:

Keys must be personally picked up and signed for inBhei | di ng Manager 0s Of
designated representative. Following is the list of the designated representatives for key distribution
for each building:

Cisel Hall Betty EricksonCl 119

College of Allied Health Profesens Deand6és Administr a0 ve As

College of BusinesBuilding Kathie BurkeCOB 300

College of Education Margi GantCOE 106

Liberal Arts Cindy KriegerLA 406

Library Kathy PerusichLIB 226-A

McMullen Hall Christy AamoldMcM 208

P. E.Building Darlene BinkoskPE 116

Science Jeanine Bernhar@&ci 241
Faculty/staff must have their University card prior to receiving swipe access. Swipe access for the
College of Education classroommistb e r equested by each Coll egeds
Dean. This requestis done onachitiesRequesfFor m and must include the

number and College namieollowing receipt of a completed request, swipe access to College of
Education classrooms may take up to two weeks to be finalized. It is recommended that you request
the Administrative Associate of your department forward the completed request to the College of
Educati onds Deans OfAY keys éor tle SOEdwIdNg mayte pigkedus 1 b | e .
from the DeoOmX®& office in C



A KEY POLICY FOR __ WEST CAMPUS (COT) ‘$
Please orderpick upand returnyour keys through the College of Technology's Administrative
Assistant aP47-3003

A OFFICE SPACE [
Parttime faculty members will be provided with office space when it is availalhentheir unit.

Please see your Department Chair to inquire about the availability of office space. When private
office space is not available, the Department Chair will help you make arrangements for a
comfortable area to meet with students.

A TELEPHO NES

Telephones are available for use in your department. Your Department Chair will help you make
arrangements for telephone use.

Telephone Usage Policy Montana StaténiversityBillings complies with and followswithout
exceptionthe Administrative Rules for the use of the state telephone system provided by the State
Department of Adminisation. The Montana Operationsalmual, Volume | states

f111-03.01- State telephones are provided for the conidigaif state business. In additi

to state business, the state's telecommunication systems (STS) may be used by state
employees and officials for local and long distance calls to {&&hchildren, teachers,
doctors, daycare centers and babysitters, to family members to inform theaxpécted
schedule changes and for other essential personal business. The use of the state's
telecommunication systems for essential personal business must be kept to a minimum and
not interfere with the condung of state business. Essential persdoaf distance calls

must be either collect, charged to a third party +sbate number, or charged to a personal

credit card."

Each state agency is responsible for the enforcement of these rules and audits personal usage.

It is alsonotpermissible to usthe STS lines for personal calls andtbereimburse the University.
According to the Department of Administration, it is not feasible to adequately account for or
administer this practi¢eor is this practice considered proper use of the state tetegoivations
systems and other state services, facilities and property.

Persons using the STS system in conflict with these rules may be subject to disciplinary procedures.

2
A TYPING AND COPYING

Your Department Chair will work with you to arrange typing and copying of examinations and other
courserelated materials. Each department has its own procedures to ensure that essential materials
are prepared for classes.

A COPYRI _GHT WARNING Aiz

The copyright law of the United States (Title 1Jited States Codegoverns the making of
photocopies or other reproductions of copyrighted material (printpriat). Under certain
conditions specified in the law, libraries and archasesauthorized to furnish a photocopy or other




reproduction. One of these specified conditions is the photocopy or reproduction is not to be "used
for any purpose other than private study, scholarship or research.” If a user makes a request for, or
lateruses a photocopy or reproduction for purposes in excess of "fair use," that user may be liable for
copyright infringement.

The following guidelines are given regarding copyrighted material:

a. All part-time faculty must make themselves familiar witl tawsconcerning theiseof
copyrighted materialsViolation of copyright law is a serious offense that can cause
you to be fined, personally

b. Before any copies are made, you shabieck the copyright regulationgpertaining to that
material.

c. Peamission from copyright holders must be obtaipeidr to any copying except for one
copy made for personal use subject to the fair use provision of the copyright.

d. Support staffor students shouldever be asked to copy material that is protected by
copyright and for which appropriate permissions have not been obtained in writing. The
support stafbr student is personally liable for violation of copyright law, even if directed
by a paritime faculty memberSupport stafind students should refusguests to copy
protected material if permission has not been obtained.

e. Inno case should any computer owned by Montana StawersityBillings or used on the
campus contaiillegal software. If anyone has illegal software by mistake oermsight,
please remove it immediately.

f. Video tapes and television productions are generally protected by copyrights.
Unauthorized copies ofideo tapesand other such productions should never be used on
campus.

Computer software manufacturéiisense agreements prohibit making copies for use by those who
have not purchased the software. Software licensing agreements are very specific.

Montana Stat&Jniversity Billings reserves the right to refuse to accept a copying order if, in its
judgment, fulfillment of the order would involve violation of copyright law and computer software
licensing agreements.

A CAMPUS POLICE, PARKING, MOTOR POOL, SAFETY & SECURITY AND

\ls
EMERGENCIES r-S5mas,

éCampus Police (657 -2147)



TheCampus Polic©fficeis located at street level in the southwest corner of the parking building on
Poly Drive. All departments operating from CampRolice are open:@ a.m. to 500 p.m.
weekdays.

Campus police officers are on duty 24 hours a day. They are in radio contact with the campus
operator during daytime hours, so can be reached by dialing "0", during businessurimg.

nights and wekends, they can be reached by callingB547. All officers are sworn peace officers

who have police jurisdiction on campus and for campus activities vatftonemile radius of the
college. The officers patrol on foot and by campus police car.

x  Emergencies and Accidents X

If you or one of your students has an e mergency or accident on campus
NOTIFY CAMPUS POLICE IMMEDIATELY

On the East Campussimply dial
657 -2147 or 657 -2222
ON A CAMPUS PHONE

As soon as possible after the emergentyargdled, you should file a report with yddepartment
Chair; or call 6572147 if you are located at théest Campus

Parking (EastCampus)- All part-time faculty who bring a vehicle on campus must hgperking
permitas stated in the Traffic RulescaRegulations. Campus Police issues parking permits and
tickets; it also controls parking use and maintenance. Please pay for your parking permit at the
Business Office, then take the receipt to Campus Police or send your receipt through campus mail to
receive your parking permit. Appeals of parking violations are coordinated with Campus Police.

Guest speakers or visitors to campus can obtain a free oparitayg permitor their vehicle from
Campus Paolice.

Parking (West Campug - Parking permitsarerequiredat theWest CampusFor schedule and
payment of fees and parking permit information, please contact the College of Technology cashier
[COT A8, 2473002].

A CLERY ACT

It is important that every person on campus know abouClbl Act, previously known as the
Student RighfTo-Know Act. The Clery Act requires institutions of higher educatmpublish a
report documenting the occurrences of specific imoa campus, to be made available to
prospective students and employees. A copy of thesAstilable on the Campus Police website at
www.msubillings.edu/security

A MOTOR POOL 0

Campus Police is also responsible for the campus motor pool. Motor Pool cars may be
used by MSU -Billings employees for official University business




A STUDENT COMPLAINTS CONCERNING PART -TIME FACULTY

Students may consult with the Student Grievance Officer relative to one or more of the faculty
responsibilities. The followingrocedures must be followed in the resolution of student complaints
concerning partime faculty

a

b.

A student should, where feasible, consult the instructor to seek a resolution.

If, subsequent to a conference with the instructor, a student wishalseta complaint
further, he or she must consult with the instructor's immediate supeDapartment
Char.

If a student finds the results of the first two steps to be unsatisfactory, he or she may request
a formal hearing by an Appeals Board. Buward will consist of three fulime faculty
appointed by the President of ASMSIillings. The request must in writing and received

in the Provost/Academic Vice Chancellor's Office within 20 class days of the conference
with the individual instructorThe request must include a statement of the complaint and
the remedy sought. The Provost/Academic Vice Chancellor will impanel an Appeals Board
for the purpose of reviewing the complaint within 10 class days of the receipt of the written
request for a heang. The Board will consider the facts at a meeting to which the student
and the instructor will be invited. Each may bring a representative. Recommendations
selected by majority vote of the board will be sent to the Provost/Academic Vice
Chancellor fo final disposition.

A record of Appeals Board recommendations and final actions on all cases will be kept in
the office of the Provost/Academic Vice Chancellor.

=
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A SEXUAL HARASSMENT POLICY W

Montana Stat&niversityBillings reaffirms its desire to create a work environment for all employees
and a study environment for atudents, whichsupports, nurtures, and rewards career and
educational goals onéfbasis of ability and work performance, regardless of sex.

Sexual harassment of employees by coworkers or superiors, or of students by staff, faculty or
administrators is unacceptable. Sexual harassment is sex discrimination as defined in Tithe VIl of t
Civil Rights Act of 1964 and the Montana Human Rights Act and includes unwelcome sexual
advances, requests for sexual favors or other verbal or physical conduct of a sexual nature when:

a

b.

The employee's or student's submission to the conduct is miflaer, explicitly or
implicitly, a term or condition of an individual's employment or education;

The employee's or student's submission to, or rejection of such conduct is used as a basis
for employment or education decisions; or

The conduct has theurpose or effect of unreasonably interfering with an individual's
work or academic performance or creating an intimidating, hostile, or offensive working

or academic environment.

For the purposes of this policy, sexual harassment of a student wilhelgde the following:



a  Unwelcome sexual advances;
b. Requests for sexual favors; or
c. Other verbal or physical conduct or written communication of an intimidating, hostile or
offensive sexual nature where:
1. Submission to such conduct is made, eigxgticitly or implicitly, a term or condition
of the student's status in a course, program, or activity;
2. Submission to, or rejection of such conduct by a student is used as a basis for academic
or other decisions affecting each student; or
3. Such condet has the purpose,ar effect of substantially interfering with a student's
educational experience or creating an intimidating, hostile or offensive environment.

Montana StatéJniversity Billings prohibits such conduct. Furthermore, seximdassment is a
violation of State and Federal Equal Opportunity and Nondiscrimination regulations. On July 19,
1986, the U.S. Supreme Court in the cadda@iito Savings Bank, FSBs.Vinson held that a claim

of "hostile environment" is now appropmator investigation purposes. For the purposes of the
policy, "intimidating, hostile or offensive working or academic environment" means the following:

a. Unwelcome sexuallpriented jokes, innuendoes, obscenities, pictures, or any action with
a sexual onnotation which makes an employee or student feel uncomfortable in the
workplace or academic environment; or

b.  Any aggressive, harassing behavior in the workplace or academic environment, whether
or not sexual in connotation, is directed toward an engglay student based on the
employee's or student's sex.

Montana StatéJniversityBillings affords any student, employee or applicant for admission or for
employment the opportunity to file a discrimination or sexual harassment grievanceiefngui
grievances should be directed to the Human ResourcesA2EOffice, (McMullen Hall, Room
310, 6572278).

s
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A _FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT

The Family Educational Rights and Privacy Act of 1974, as amended is a Fedstatilagthat a

written institutional policy must be established, and a statement of adopted procedures covering the
privacy rights of students must be made available. The law provides that the institution maintain the
confidentiality of student education records.

No one outside the institution will have access to nor will the institution disclose any
information from students' education records without the written consent of the students,

except to personnel within the institution, to officials of other institutions where students seek to
enroll, to persons or organizations providing student with financial aid, to accredigngies
carrying out their accreditation function, to persons in compliance with a judicial order and to
persons in an emergency in order to protect the health or safety of students or other persons. All
these exceptions are permitted under the Act.

The law provides students with the right to inspect and review information contained in their
education records, to challenge the contents of their education records, to have a hearing if the
outcome of the challenge is unsatisfactory, and to submit explgrsiadements for inclusion in

their files if the decisions of the hearing panels are unacceptable.



MSU-BIllings requires all staff members who are involved in the provision of services to students at
the University maintain the highest standards of ethiehavior. This ensures that confidentiality
regarding all student communications and records be rigorously upA#ldtudent files and

records will be kept in locked file cabinets, and information disclosed in individual counseling
sessions kept comfiential. Access to files is only open to authorized, designated staff members;
offices must notify students what information and records are being maintained. Staff members may
only release information and records with the written permission of thenétud

For more information, review the "Family Educational Rights and Privacy Act" section of the
General Bulletin

4
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A _AFFIRMATIVE ACTION/NONDISCRIMINATION POLICY

Pursuant to Titles VI and VII of the Civil Rights Act, Title IX of the Education Amendments,
Section 504 of the Rehabilitation Act, Americans with Disabilities Act of 1990, Executive Order
11246, and the Moaha State Human Rightst, Montana Stat&niversityBillings has a policy of
nondiscrimination in employment practices and in admission, access to and conduct of educational
programsand cultural opportunitiesDiscrimination on the basis @&ee, sex, color, national origin,
religion, age, disability, marital status, or veteran status is prohibited.

All complaints regarding discrimination in the areas covered under this section, if not otherwise
resolved, should be registered with the Humasdrirces/EE@A Office, McMullen Hall, Room
310, Phone 652278.

A _AMERICANS WITH DISABILITIES ACT OF 1990 [ADA]

Montana StatéJniversity Billings is proud of its commitment to making our community fully
accessible to persons experiencirgpdilities. If you or a student has a disability, the University
will provide reasonable accommodation to assist you in the successful completion of your job.

In accordance witthe ADA, MSU-BIllings ensures academic program accessibility as well as
building accessibility for all persons with disabilities. No individual with a disability will, by reason
of such disability, be excluded from participation in or be denied the benefits of the services,
programs, or activities of the University or be subjed¢tediscrimination by any such activity.

Any student and/or person with disabilities who has concerns about accessibility and/or
accommodation should contact the Human Resources Office (McMullen Hall, Room 310, phone
657-2278) or Disability Support Sewes (Academic Support Cent®poms 1 and 2, phone 657
2283).

==
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A MSU -BILLINGS/MONTANA UNIVERSITY SYSTEM AIDS POLICY
Montana Stat&niversityBillings utilizes the Montana University System's AIDS Policy, approved
by the Board of Regentsffective May 6, 1988. This policy (Section 1908) states the foligw

Board Policy - The existence of AIDS in an individual does not, in and of itself, present a condition
that precludes school attendance or employment. Decisions affecting the current assignment or
placement of a student or employee known to betefe@ith AIDS shall be governed by applicable
statutes, health regulations, and policies of the Board of Regents.



Detailed procedures are available in the offices of the Provost/Academic Vice Chancellor (McMullen
211), Administrative Vice Chancellor (McMan 208),and ViceChancellor for Student Affairs
(McMullen 203) and at Student Health Services (Petro Hall).

A DRUG -FREE WORKPLACE POLICY ®

Unlawful Possession The unlawful possession, use, or distribution of alcohol and illicit drugs by
Montana StaUniversityBillings employees and its students on institutional property or at any of its
activities is prohibited. Montana StadeiversityBillings will uphold and enforce the standards of
conduct, which prohibit the unlawful pgesssion, use, or distribution of alcohol and illicit drugs by
its employees and the students.

Alcohol Consumption - The consumption of alcohol on the Montana Staméversity Billings
campus is in accordance with the Board of Regents Poli&/1p0

a. Consumption of alcoholic beverages on property belonging to the Montana University
System is prohibited, except as expressly permitted.

b. Alcoholic beverages may be consumed by students and their guests in individual
dormitory rooms, providedush consumption is in compliance with state laws.

c. Unless otherwise authorized by the Chancellor, alcoholic beverages may not be consumed
in the halls, lounge areas, utility rooms, and other public aféhedormitories or in any
other campus locatio

Please refer to thetudent Affairs Handbodkr further policies regarding liquor consumption and
resources available on the Montana Staterersity Billings campus.

A PROTECTION OF HUMAN SUBJECTS IN RESEARCH POLICY /‘
Montana Staté&niversityBillings has established thestitutional Review Board (IRBand these
guidelines in order to

a. Comply with the National Research Act (PL-3881) as revised March 8, 1983 (Title 45,
CFR, Part 46);

b.  Work to protect the rights and vi@te of all human participants in research; and

c. Facilitate the efforts of investigators as they attempt to conduct behavioral and,
infrequently, biomedical research in an ethical manner.

All investigators who involve human subjects in any MBillings research projectsncluding
surveys are required to follow both local and federal guidelines in all of their dealings with research
participants.

Jurisdiction - All research,including surveys conducted by any person affiliated with MSU
Billings andengaging human participants is to be submitted ttRBédor prior approval, with the
following exemptions:



a.  Normal education practices limited to and solely used by the instructor as part of the
instructional plan, provided that no permanent indigidecordsaremade and that all
MSU-BIllings and federal guidelines are followed with respect to the rights and welfare of
human participants.

b.  Normal administrative practices conform to the standards cited in the first exemption.

c. Class demonstratierand similar projects contain no violationdRB protocol, MSU
Billings guidelines, or federal guidelines and provide an alternative assignment or
participation opportunity in the case where a class requirement involves students
participating as subjexin research.

However, all research projects involving human participants as subjects are to be reviewed,
whether or not the project is part of a formal coursdven in activities exempted from prior
approval, instructors, administrators, and studeet lbesponsibility for guaranteeing that all
applicable guidelines are followed in protecting participants' rights and welfare.

Procedures- The MSUBIllings Institutional Review Board=orm can be obtainednline at

http://www.msubillings.edu/gradsr from the Office of Graduate Studiasd ResearcBompliance

(McMullen 200) for review by thelnstitutional Review Board (IRB) Contact the Director of
Graduate Studieend ResearcBompliancdor forms and dditional information (McMullen Hall,

Room200, phone 6572238).



http://www.msubillings.edu/grad/

IV. SUPPORT SERVICES

A . E:I--:t:.

A ADVIS ING CENTER (_East Campus A 657 -2240)

TheAdvising Cente, locatedn McMullen 10Q has been created to provide centralized academic
advising services for all new students entering MBllings. The reception area of the Center has a
full display d information on campus services and fact sheets on all academic programs.

Advising services are provided by academic adviassgyned to each of the collegesl General
Studies students. Students will work with faculty advisers in their academidrdeptfor the
planning of their uppedivision work.

MSU-BIllings is committed to providing consistent, seamless, quality advising for all students. The
primary goal of the Center is to provide services to support the academic success of students.
Specfic programs will be available to address the needs of students on academic probation, students
who are "atrisk," and stdents who are undecided about their major.

® 9
A _DISABILITY SUPPORT SERVICES O
Disability Support Services (DSS) provides academic aysigdd accessibility to students who have
documented disabilities in compliance with Section 504 of the Rehabilitation Act of 1973 and the
Americans with Disabilities Act.Since students with disabilities must sekéntify in order to
receive accommodain, the Office of CiviRights (OCR) requires educational institutions to inform
students with disabilities of the services av
announcements and syllabus statements are the most effective methiotloWing is an example
of a sample syllabus statement:

AStudents with disabilities, whether physi
believe that they may need accommodations in this class, are encouraged to

contact Disability Support Services as soanpssible to ensure that such

accommodations are implemented in a timely fashion. Please meet with

Disability Support Services staff to verify your eligibility for any classroom
accommodations and for academic assistance related to your disability.

Dsabi |l ity Support Services is |located in th

Alternative testing is an appropriate academic accommodation provided by Disability Services to
ensure equal opportunity for students with disabilities. Not all students with disab#itieive

testing accommodations. However, students with disabilities who are documented through the DSS
office will be issued an identification card, stating the accommodations to which they are entitled,
including alternative testing. Faculty may coetplDSS forms, allowing the instructor to specify the
conditions under which the exam is to be taken.

Faculty may choose to arrange accommodations within their facilities, or they may work with DSS.
Our goal is to assure that the test results refiecstudents' knowledge of the material rather than
their disability.



Tests should be arranged through Disability Support Services. Contact the Director of Disability
Support Services office for forms and additional information (Academic Support CenbensA
and 10, phone 657Z283).

Conrre
A ACADEMIC SUPPORT CENTER ( East Campus A657 -1641) \M}C
The Academic Support Center provides services to support the academic success of Montana State
University Billings students. Student Support Center offers servicesigie=d to increase the
retention and success rate of students. Staff offers individual as well as small group study to assist
students improve their academic skills. Special skills workshops are offered regularly to prepare
students for success with:

APA Format Graphing Calculators
Math Review Reading Techniques
Job Search Skills

Basic study skills seminars are offered throughout the year and include:

Note-Taking Creating a Study Plan
Overcoming Anxiety Setting Goals
Solving Problems Discovering Learnig Styles

Assessing Academic Strengths and Weaknesses

Tutorial assistance is also provided and coordinated. Special educational delivery requirements that
need to be addressed by persons with disabilities should be directed to thelstairdinated with
Disability Support Services. TlgastCampus Academic Support Center is located in the building
formerly known as the Computer Annex, and provides support in the following areas:

a. All developmental level math and English classesluding Math 101, Math 105 and
English 100, are taught by ASC instructions.

b. Tutoring is available for most writing and math assignments, although assistance with upper
division coursework depends orethvailability of specializeditors. To meet #hneeds of
studentsthe Academic Support Center Lab is open MorAtayrsday from 8:00 a.m. to 8:00
p.m., Friday from 8:00 a.m. to 5:00 p.m., and Saturday from 9:00 a.m. to Noon.

c. Tutoring services for other courses are added as the needs arise. atleenf&cSupport
Center staff works with students and academic departments to identify additional support
services to be offered in the Center.

We encourage everyone to refer students to the Academic Support Center, particularly if the students
would benefi from tutoring assistance in the areas of math or writing. We invite faculty to have
their classes visit the Center or to invite an ASC representative to make a classroom presentation.
This is an excellent way to inform students of the services awailabite facility. Thestaff, tutors

and partime faculty have offices in the Academic Support Cente



If you have a need for a tutor please call the

Academic Support Services Office
657 -1641

Conrre
A ADVISING CENTER (WestCampus ) \ﬁ
The Advising Cente located in A017, has been created to provide centralized academic advising
services for all new students entering M8llings College of Technology. This office also hasise
the program manager for the Fast Track program, Career Services persorthel Rmdctor of
Student Affairs for the College of Technology.

A ACADEMIC SUPPO _RT CENTER (West Campus A 247 -3020) \ﬁ

The Academic Support Center offers services designed to increase the retention and success rate of
students at the College of Technology. The Center offers individual as well as small group study to
help students improve their academic skills. Basic study skills seminars are offered throughout the
year and include notiking, creating a study plan, overcoming anxiety, setting goals and solving
problems, discovering learning styles, and assessing axaskeemgths and weaknesses. Tutorial
assistance is also provided and coordinated. Special educational delivery requitieshests! to

be addressed for persons with disabilities should be directed to the Academic Support Center
Director and coordinatewith Disability Support Services.

:
A MEDIA SERVICES (___West Campus A247-3031 ) lg
Media Services for the College of TechnologylacatednBe ez er 6 s We st

L
A JACKETS & CO MPANY % )
B E E Z E RE&as$Campus- 657-2121)
BEEZERGS ON BROADWAY (Coll ege of Profession
Learning 1 247-5730
BEEZERG6S EXPRESSI6BRA77)Bui | di ng
B E E Z E RVEST (West Campus-247-303])

B e e z, mgat@dsin the Stieht Union Building on the Ea€lampus, provides textbooks and a wide
variety of merchandise, including art and technical supplfése@nd school supplies, imprinted
sportswear, gifts, greeting cards and snaéke e z WestéasthaVest Campugprovides similar
services.

Satellite services are available for limited hduarthe corridor orthe2™ floor between the Library
and the Liberal Arts Building. Hours are posted.

B e e z [Easthbwrs:
Monday- Thursday 7:45 a.m-5:30 p.m.
Friday 7:45 a.m-5:00 p.m.
Saturday 9:00 a.m- 1:00 p.m.*






